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WHAT'S INSIDE..... 


This booklet looks at many of the operations of the Macintosh for the new user. Although it could 
not cover all of the aspects of using a Mac, it should give a new user a good idea of how the Mac 
works and the things it can do. 


This index is an indication of the areas covered on each page. To become fully familiar with the 
way the Mac works it would pay the new user to try out the different ideas whilst actually using the 
Mac. 
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You will find the Macintosh is much easier to use 
than normal computers you may have used before. 
If you have never used a computer then the Mac is 
the best way to Start. 


There are very few parts toa Mac. This diagram explains the main 
parts of your Mac: 


The screen 


Disk Drive 
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Pree ve 


The mouse 


To start your Mac, turn on the power switch which is located on the 
rear of the Mac just above the power cord. Just reach around the rear 
with your left hand. The Mac will soon display a grey screen with a 
disk icon (or picture) in the middle. There will be a flashing question 
mark. The Mac is asking you which disk you wish to start off with. 
Put one of your application disks like Mac Write or Mac Paint into the 
internal disk drive. Hold the disk by the label with the metal part to 
the front. The little metal disk centre is on the underside of the disk. 
Push the disk into the drive unul it clicks. Within seconds you will be 
greeted with a Welcome to Macintosh screen and then the desktop will 
be displayed. Before you look at working with applications let's look 
at how the Mac operates and what makes it so much superior to other 
computers. 


The Mac operates differently because it uses little pictures called icons 
and a mouse which you use to point to the things you wish to use. 
Instead of having to remember computer commands and mumbo 
jumbo, you point at a picture of what you wish to do using the mouse 
and then click the button on the mouse. The little pictures, or icons 
represent applications or files of work that the user has created and 
saved. 


An application, or computer program, gives a set of instructions to the 
computer telling it to behave in a certain way. An application may tell 
the computer to behave as a word processor, a video game, a music 
program, a drawing program or Just about anything you can think of. 
Most of these applications can create files which are also saved on 
disk. A word processor will save letters, documents, or anything else 
that the user creates. A drawing program will save all the drawings 
created, so the difference between an application and a file is that an 
application actually does something but a file 1s information created by 
the user. For example, a typewnter and a letter it printed could be 
considered in a similar way to an application and a file, the letter being 
the creative thing produced by the user of the typewmter. 
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Some Mac 
Icons 


The amazng 
mouse 


The three main 
operations of 
the mouse 


Point and click 
or 
selecting 


Double click 


or 
opening x > / 


You will soon become used to the different icons the Mac uses. Icons 
are also used within applications to show different tools that you have 
at your disposal. 


A program 
Icon. 


Mac Write 


ff Pencil 
oy Paint can 
i Paint brush 
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My disk disk. 


The mouse is the device which is moved on the desktop and has a ball 
underneath which detects the movement as you sweep it back and 
forth. A pointer moves on the screen as you move the mouse. You 
may find ita little difficult to co-ordinate your hand and eye at first but 
this will soon pass and you will find moving the mouse becomes 
automatic after a short while. You will also find that you will tend to 
use up a large area of the desk in moving the mouse around. You will 
soon discover the technique of lifting the mouse off the surface and 
moving it rather than stretching your arm to the limit. After a short 
time you will be operating the mouse in a very small area. 


The mouse has a button on the top which is pressed during certain 
operations. There are three basic operations involving the mouse; 
point and click, double click and drag. You will become very 
familiar with these operations. 


Point and click. 
This involves pointing at an object on the screen and clicking the 
button once. The object you have pointed at will turn inverse (white 


on black instead of black on white). This means that the object has 
been selected. 
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MacPaint | System Folder 


This icon has been 


selected. 
MacWrite 


Double click. 


This involves pointing at the object and then clicking the mouse button 
twice quickly. This is used for opening files and applications. 


Drag. 


You may move things around the screen by pointing at them, 
holding the mouse button down and moving the mouse. The 
icon or object is dragged wherever you take it. 


THE DESKTOP 


The Mac uses the principle of a desktop to operate. When you first 
start the Mac you are presented with your desktop. Think of this ina 
Similar way to a normal desktop. What sorts of things do you have 
on your desktop when you are working? You might have some 
letters or documents, some folders of information and some tools for 
doing things. Your Mac puts you in the same environment. You can 
have documents you are working on and information in folders but 
the tools you normally work with (maybe a typewriter and calculator) 
are replaced with much more powerful tools called applications. 


Just as you might pull over your calculator to start working with it, so 
you can open up an application and start working with it. You may 
flick open a folder to see what documents are inside and so you can 
with the Mac too. 


There is no need to remember complex commands or sequences with 
the Mac. Think of what you wish to do and you can do it using the 
mouse and the icons. For example, you wish to throw something in 
the trash can. Normally you would pick it up and throw it in the trash 
can. With the Mac you can't use your hand to reach inside the screen 
without causing more than a little inconvenience. You will use the 
mouse and point to what you wish to throw away and drag it into the 
trash can. (The Trash can 1s called the Rubbish bin on some disks.) 
It's as simple as that. If you wish to start using a program then point 
to its icon and double click to open It. 


disk 


The image 1s 
dragged into 


The desktop is sometimes called the Finder and is an area you will 
return to between different applications and to manage your files. 
Copying, throwing away, Sorting out and viewing the contents of 
disks are just some of the everyday tasks you will become very 
familiar with in a short space of time. 
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for 
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The desktop 
principle 


Think of doing 
things with the 
Mac as you 
would normally 
do them 
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LET'S START USING THE MAC 


Let’s get down When you first start the Mac you are presented with your desktop and 
to work the disk that is in your drive will appear as an icon in the top nghthand 
corner. . 
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To see what is on the disk just point to it and double-click and it will 
open showing you what programs and files are on it. (Just like 
opening a folder to see what is inside!) In the example shown, the 
disk icon WRITE/PAINT was double clicked and opened up to show 


Opening a disk that there were 3 items on disk (MacPaint, MacWrnite and the System 
icon to see what Folder). The name of the disk appears in the title bar and the line 
is on the disk below it shows how many items are on the disk, how much disk space 


has been used and how much 1s available. | 


TE/PAINT 
348K in disk 32K available 


* File Edit View Special 


ee 
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MacWrite 


What the icons IDENTIFYING THE ICONS 


represent , ; wa ; 
Some icons you will see within programs and others you will see on 


your desktop as files contained on a disk. You will soon be able to 
identify them. 
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The applications (or programs) that create files have a distinct 
appearance and they usually create files which also have a different 
but distinct appearance. This is handy for identifying files of 
different types. Often you will have graphics files, text files and 
drawing files all relating to a great document you are creating. The 
different icons will allow you to see whether the files where created 
by MacWrite, MacPaint, MacDraw or any other program you have 
used. Here are some common ones: 


Examples of application program icons. 
DY 


MacPaint Mac write Project Planner MacDr aft PageMaker 
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These applications save their files with distinctive icons. 


With each of these file icons the name you have given to the file will 
appear underneath the icon. 


ICONS WITHIN PROGRAMS 


There are many icons used in programs, their function is usually self 
explanatory. 
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SOME TERMINOLOGY 


You will find that most Mac programs look similar in operation and it 
will pay you to learn a few of the simple names given to parts of the 
screen when a Mac program is running. The menu bar always runs 
across the top of the screen. It will vary a little from program to 
program but the menus always work the same way. 


The Title bar contains the Title of the file you are working on. If it 
says "Untitled" then the file has not yet been given a name and has 
not yet been saved on disk. 
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Each application 
has a distinctive 
icon and each 
produces file 
icons which are 
easily 
recognised, 


Mac programs 
use icons to 
identify 
various tools 
and options. 


Some handy 
terminology 
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The Close box 


Parts of the 
screen 


Pull down menus 
are an integral 
part of all Mac 
programs. 
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The Close Box is the little box in the top lefthand corner of the Title 
Bar and is used to close a file when you have finished working with it. 
This does not mean you have finished using the program but that you 
wish to close the particular document you are working on. When 
writing letters you may finish a letter but not put the writing pad away 
because you have more letters to write - this is the same as closing a 
file. Quitting the program is the same as putting the writing pad away. 


With some applications the tools available to the user are displayed on 
the screen. They are usually displayed down the lefthand side of the 
screen and sometimes across the bottom of the screen. They always 
appear as little icons. 


THE MENU BAR 
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PULL DOWN MENUS 


Another interesting innovation with the Mac are the pull down menus. 
The Menu Bar across the top of the screen lists the menus that you can 
pull down. They are called pull down menus because they operate like 
blinds on a window - they can be pulled down and used but they roll 
themselves back up when not in use. These menus contain the options 
that are available to you and are labelled to indicate the nature of the 
contents. To pull down a menu you need to point at the name of the 
menu on the Menu bar and then hold the mouse button down.. 
As soon as you let go of the button the menu will roll up again. 


Edit Sea 


In this example the File menu from Mac Write 
has been pulled down and shows the options 
available. Items in dark print are available to 
be carried out but items in grey shading, 
although normally in this menu, are not 
available at the moment for one reason or 
another. 


N GiB 
BOR. 
Close 
Save 
Save As... 
Page Setup... 
Print... 

Quit 


All Mac programs have pulldown menus. 
The menus will vary according to the 
program but they all work the same way. 


If you wish to carry out one of the options in a menu then drag the 
pointer down until the option you wish to select is in inverse and then 
just let the button go - it's as simple as that. The Mac will then carry 


out your command. 


Here is an example of an option about to be selected from the File 


menu. 


wif: Edit Sea 
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Close 
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Save Ais... 


In this case the Save as... option will 
be selected as soon as the mouse button is 
released. Note that New and Open are 
not available because they are in grey 
shading. The reason they are not 
available in this case is because there is 
already a file open and so you can't open 


another one or start a new one until the 
present one is closed. 


Page Setup... 
Print... 
Quit 


Pull down menus are an integral part of any Mac program. Instead of 
having to remember what your options are or some complicated set of 
keys strokes, the Mac makes your options easy to see at any time. If 
you forget what options are available merely pull down the menus 
and the options will be displayed to you. 


In many Mac programs the pull down menus are very similar so once 
you know what they do in one program you will know what they do 
in any other. Here are some common ones. 


The Font menu is one that new Mac users find fascinating because it 
allows you to change the font or character design you are using. All 
of the names in the Font menu are the names of the different fonts 
available to you. Each one looks different, for example, the font used 
in most of this publication is called Times, but some of the others 
look different: 


Chicago, Courier, Geneva, Helvetica, 


Monaco, 


Lonven, Zapf Chancery are just a few 
examples of the hundreds of fonts available on the Mac. Not all of 
the fonts need be in the English language either - many foreign fonts 
are available as well and if the font you want is not available then 
there is an application available so that you can design your own. 
Fonts need not necessarily be letters or characters either, they can be 
drawings: 
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Different fonts 
can easily be 
selected 


Different styles 
are also available 
to create 
interesting 
documents 


A huge range of 
different fonts, 
sizes and Styles 
are available. 


The fonts, styles 
and sizes can be 
mixed giving 
thousands of 
combinations. 


When using your Mac you will notice that 
you may not have all of these fonts or you 
may have some different ones. 
fonts can be loaded onto your disks using 
an application called Font D/A mover. 


dita Spell 
lyvPlain Text 38P | 


Bold 36B 
APACE 36 | 
Underline 36 U 
Outline 36.0 


Shadam #5 
Superscript dH 


Subscript 
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Style Spe 


Cairo 
Chicago 
Courier 
Geneva 
Helvetica 
Lineal 
London 
Monaco 
“Times 
Williamsburg 
Zapf Chancery 
Zapf Dingbats 


Different 


Not only can you change fonts but you 
can also change the style and size of the 
characters. The Style menu contains 
eight different styles. They can be used 
individually to add a touch or class 
to your doczumemts and also in 
conjunction with each other so yeu 
can have italic 
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desire. 
used for writing things like H»O and 
35°C. 


The different sizes are useful for headings and notices. The sizes are 
listed in printer's point sizes - the bigger the point size the bigger the 
print. Here are some examples: 


This is 9 point in Times font. 
This is 10 point in Times font. 
This 1s 12 point in Times font. 


This 1s 14 point in Times font. 
This is 18 point in Times font. 


This is 24 point in Times font. 
Zapf Chancery in 10 point and 14 point and finally 24 point. 


Courier in 12 point 


Courier 12 point bold 


Courier 12 point italic and bold. 


Times 48 pt. 


and remember, the forts, SIZES and styles can be mixed 


together to give literally thousands of combinations. Having a Mac 1s 
like having a printing works on your desk. 


9 Point 
Sometimes you may notice that the point sizes 10 Point 
for text are displayed slightly differently in the | 42 Point 


pull down menu. Some are listed like this: 14 Point 


19 Potnt 
24 Point 


Compare this to the one shown on the previous page. In this case 
most of the options are shown in bold type rather than outline. 
The reason for this is that some fonts only reproduce well when they 
are in a certain size. The preferred size is the one shown in outline. 
They can be produced in the other sizes but they may look a little out 
of proportion and are to be avoided if possible. - 


This ts Lonvon in 18 Botnt 
Thin ie Tendon in 12 iBeine 
Chis ts Longon in 10 Sotnti 


In the case shown here, the font London reproduces best when 
printed in 18 Point and notice how it distorts when printed in other 
sizes. This distortion is probably most noticed when used with fancy 
fonts such as this. Considering the thousands of variations available 
vou should have plenty of alternatives rather than using a font/size 
combination that may distort. 


The Edit menu is 4a common one in most Mac programs. You will 
find it especially useful as you get to know the Mac better. Below 1s 
an example of an Edit menu. Not all Edit menus are exactly the 
same and you will notice minor differences between them from 
application to application. They all operate the same way with the 
features Cut, Copy and Paste being central to their operation. 


p Uiew Spec 
HD 


Undo the last move 


Cut selected material to the clipboard 
Copy selected matemal to the clipboard 
Paste from the clipboard 

Clear the clipboard 

Select all of the document 


Show the contents of the clipboard 


Show Clipboard 


The Edit menu relies upon the clipboard to operate so let's have a 
look at the concepts now. The clipboard is something you will be 
using quite a lot. It allows you you to cut, copy and paste text and 
graphics within a document or from one document to another. The 
clipboard 1s a concept rather than a thing. If you think of cutting and 
copying to a clipboard and pasting from the clipboard then you will 
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Choosing 
appropriate font 
sizes 


The Edit Menu 


The Clipboard 
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Copying or 
Cutting to the 
clipboard 


Pasting from 
the clipboard 


The File menu 


be able to work very well with it. The clipboard is actually part of the 
Mac's memory. Just remember that only one item can be on the 
clipboard at a time. 


Copying or cutting to the 
clipboard. 


stateceteret 
otitetetete 
atatetatate 
atateterece 
Stetetatenss 
aratgcetens 


Document 
or graphics. 


Pasting from the clipboard. 


Document 
or graphics. 


Nearly all Mac programs use the clipboard and once familiar with the 
clipboard 1n one program you will find that all Mac programs use it 
similarly. 

The File menu is in every Mac application and you will soon become 
familiar with it. Whereas the Font and Style menus relate to changes 
within parts of your document, the options in the File menu relate to 
the whole file. 


Here is an explanation of what the options in the File menu do: 


Edit Sea 


NiGiB Start a new file 


PPE R. Open an existing file 

Close Close the file being worked on 

Save Save the file being worked on 

save As... Give the file a name and save it 

nn setup... | Change the way the page is set up 
Tint... 


Print the current page 


Quit Quit from this application 


Some of these will need further explanation if you are not familiar 
with computer operation. 


Let's say you are writing a letter to Uncle Fred using Mac Write. 
You will need to start a New file so you will select New from the 
File menu and a new file will open. This is a little like getting a new 
sheet of paper. As you type the letter the Mac is storing it in its 
memory. If you turned the Mac off now, or your St Bernard 
accidentally dragged the cord from the power point, then the letter to 
Uncle Fred would be lost. Any time the power is turned off the Mac 
will forget what it was doing, therefore you need somewhere more 
permanent to store the information you type in. This is where the 
disks (those little monsters you will soon love and hoard) come in 
handy. Disks are used to store not only the applications but also our 
own information. 


Sea 


File acme 
1 Nei 
PPL. 
Close 
Saue 

Save As... 

Page Setups. 
Print... 

Quit 


Getting back to Uncle Fred, if you have been 
telling him about your holiday to Darwin and 
have been typing for 15 minutes then it 1s 
time you put your work somewhere safe - 
onto a disk. The Mac will not know what 
you want to call the letter and will have called 
the document Untitled untl you give it a 
name. To save the document pull down the 
File menu and then select Save As... 


A window will appear which will give you a chance to name the file 
and decide which disk to save it on. The word Untitled will appear 
under Save Current Document As. If you type the name you want to 
use then Untitled will disappear. If you wish to save your work on a 
different disk then click the Drive button and the Mac will look at the 
other disk dnve. If you only have one disk drive then you may click 
the Eyecr button and the current disk will be ejected so that you can 
put your file disk in the drive. 


The disk it will 
be saved on. 
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The Scroll Bar 
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You may use the scroll bar to scroll through the files already on the 
disk to make sure you don't use a file name that has already been used. 
Don't worry though, the Mac has safeguards to make sure you dont 
do anything you don't want to do so you won't accidentally lose a file. 


The Scroll Bar is something you will come across quite frequently in 
Mac use. You may point and click the top arrow to move up through 
the list or document and you may point and click the bottom arrow to 
move down. 


Once you have named your document there is no need to do so again. 
All you have to do every 15 minutes or so is to select Save from the 
File menu and the document on disk will be automatically updated. 
It pays to save every 15 minutes. Rernember Murphy's maxim 
43 says, "All the bad language in the world will not bring a file back if 
the power fails." If you have been smart and saved every 15 minutes 
the most you can lose is 15 minutes worth of work. It only takes a 
few seconds to pull down the File menu and select Save. 


Edit Sea 


N@ip 
Boer... 


Close 

Save 

Save As... Select Save as.. the first ttme you save 
Page Setup... your document 

Print... 


Quit 


Edit Sea 


N@i 
BPP. 

Close 

Save 

Save As... 
Page Setup... 
Print... 

Quit 


after that you need only select Save 


WHAT IF I ONLY HAVE A BLANK DISK? 


The Mac cannot store information on a completely blank disk. Before 
any disk can be used by the Mac it has to be initialised or formatted. 
All this means is that the Mac will place a magnetic pattern on the disk 
so that it knows where everything is. This process takes a minute or 
so and only needs doing once. Fortunately the Mac knows when any 
disk in the disk drive has not been initialised and it will tell you and ask 
if you want to initialise it as a one-sided or two-sided disk. Most of 
the time you will want it initialised as a two-sided disk because it can 
then hold 800K of data whereas a One-sided disk can only hold 400K 
of data. If you will ever need to use the disk on a Mac with a 400K 
disk drive then you will have to initialise it as a One-sided disk. A 
400K disk dnve can only read 400K disks whereas an 800K disk 
drive can read either type of disk. Should you by chance have placed a 
disk in the Mac which belongs to another brand of computer then you 
have the chance to eject it if you don't want the Mac to initialise it. 
You may re-initialise a disk at any time if you wish to change it from a 
400K to an 800K disk (if you have upgraded your disk drive) or if you 
wish to totally clear the. disk. 


This disk is unreadable: 


Do you want to initialize it? 


Cie) 


HOW MUCH DOES A DISK HOLD? 


An 800K disk will hold approximately 819,000 characters. This 
translates to dozens of tvped sheets, about 20 MacPaint files or a 40 
page publication with text and drawings. It is difficult to judge 
exactly because different types of Mac files take up different amounts 
of space. You will soon get a good idea of how many of the type of 
file you most commonly create can be stored on a disk. Dont 
worry, the Mac will tell you if the disk is full - it won't let you lose 
vour valuable work. 


NAMING YOUR DISK 


After the disk has been initialised you will be asked to give it a name. 
To make life easy for vourself decide on a method of naming disks 
that will make them easy to find. I name my disks with names that 


indicate the contents - Reports 1986, Personal Letters, Brisbane | 


Conference 1986 and so on. When you are presented with the 
window below just type in the name you want and Untitled will 
disappear. Click OK and the Mac will name your disk. 


Please name this disk: 


THE CLOSE BOX 


Sometimes there are a couple of ways of doing the same thing. In 
the File menu of all applications you will find a Close option. This 
allows you to close the file when you have finished using it. If you 
look at the title bar you will see a little box on the lefthand side. This 
is called the close box and is used for closing a file or disk. If you 
have finished looking at the contents of a disk you can close the 
window by clicking in this box. You will see this close box in many 
Mac programs. It is a quick way of closing a file or folder. 


A single click on the Close 
Box ts the same as selecting 
Close from the file menu 


EE MaciWrite 
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The Apple Menu 
holds your desk 
accessories 


Chooser 


Control Panel 


Changing the 
volume 


THE APPLE MENU 


You may have noticed a little Apple which always sits in the lefthand 
corner of the menu bar. This is known as the Apple menu. It works 
the same as the pulldown menus in many ways. If you pull down the 
Apple menu you will find at least two options that are always there; 
Chooser and Control Panel. The Chooser allows you to choose 
printers if you are lucky enough to have more than one. Should you 
have an Imagewriter and LaserWriter connected to your Mac then you 
can choose which printer you will use. 


Chooser 


Select a Laserwriter: 


User name [oha Kerr 2.2 


The Control Panel allows you to change a number of things in 
relation to the way your Mac works. Let's explore this a little further. 
The Control Panel is a window that opens to allow you to control 
some important things and some things that might seem trivial as well. 


For a start you can control the volume of the Mac. During the day 
nobody will really care whether your Mac cries out for attention or just 
whimpers but at 3 a.m. in the morning as you are trying to finalise that 
report you dont want the Mac crowing out at the top of its voice. You 
can control the sound by dragging the slide volume control down to the 
bottom. 


Control Panel 
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A couple of other things that are important are to do with experience 
with the Mac. New users tend to double click the mouse very 
slowly. They also tend to keep their fingers on the keys a long time. 
You can alter the speed at which the Mac expects you to double click 
the mouse button or repeat the keys on the keyboard. Generally, new 
users need to select the slowest speeds and as they gain experience 
they get faster. 


Appletalk is used "when two or more are gathered together.” A 
number of Macs can be connected together to share Appletalk printers 
or hard disk drives. This type of connection is known as Appletalk. 
When it is connected the Mac will communicate with the printers or 
hard disks through Appletalk. If you are the only Mac then you will 
not have to worry about Appletalk at all. 


The Apple menu may contain a number of options which are called 
Desk Accessories. These desk accessories are like mini-programs 
that can be engaged while you are still using a normal application. 
They tend to open in windows and they do different things. The user 
is free to load different desk accessories according to what they wish 
to use them for. For example, The desk accessory Clock will show 
the time on the screen, the desk accessory Paint Grabber allows the 
user to open a MacPaint file whilst using another application. Whilst 
the MacPaint file cannot be changed by Paint Grabber. the user 
may select a piece of the MacPaint file which can be copied to the 
clipboard. From there it can be pasted into whatever application the 
user has open. 


Let's suppose that you wished to include a number of diagrams and 
maps into your novel on ancient civilisations. Firstly you could 
create the diagrams and maps using MacPaint and then save them 
onto disk. Then you could open MacWrite and start on your novel. 
When you were ready to insert a diagram you would pull down the 
Apple Menu, select Paint Grabber and tell it to open Map 1] (or 
whatever you called your first map). Then you could select the piece 
of the map you want and Copy it to the clipboard. Close Paint 
Grabber and you are back in MacWntte ready to Paste your from the 
clipboard. The drafts of this booklet were produced in this way. 


GETTING BACK TO THE DESKTOP 


Pardon the tmp through a few Mac applications but it was necessary 
for you to see what happens when using the applications to make 
sense of some of the more advanced uses of the desktop. You will 
find, as you create more and more files, that you have a need to 
manage them. Just as you don't sort out the files on your desk using 
your typewriter or calculator, so itis with the Mac. You return to the 
desktop to do your major managing and sorting out. To return to the 
desktop from any application you will need to Quit the application. 
Quit is found under the File menu. 


It is worth mentioning that you should always return to the desktop 
before you close down for the day. It is best to close the Mac down 
the correct way rather than just turning it off. The Mac does some 
little housekeeping tasks to make life easier for you. Just turning the 
Mac off without going through a proper shutdown will not allow it to 
carry out these tasks. To shut down properly, return to the desktop 
and select Shutdown from the Special menu. Your disks will be 
ejected and the Mac will close down properly. 
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Here is the File menu from your opening screen or the desktop. You 
will see an explanation of what each option does. 


Edit View 

New Folder 38N| Place anew folder on the desktop. 
Open a Selected file or disk. 

Print selected files. 

Close any open files 


Get Info 3é | 
Buplicdgta 5 
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Get information about a selected file. 
Duplicate a selected file. 


Show page setup and allow changes. 
Print the catalog of selected disk. 


Page Setup 
Print Catalog 
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Eject selected disk. 


A FEW TIPS ABOUT SOME OF THESE OPTIONS 


There is often a ttme when you wish to print the work you have done. 
Let's say you have worked all weekend on a feasibility study and there 
are six MacPaint files you want printed. You could load up MacPaint, 
open each one of the files and print them. This would tie you to your 
Mac while they were printing. You could select them all and then 
select Print from the File menu. They will all be printed one after 
the other. The only thing is that files selected for printing in this 
manner should all be the same type: all MacPaint, all MacWrite and so 
On. e 


Get Info can be a very valuable option since it allows you to get 
information about a file. Let's say you are not sure which is the latest 
version of a couple of files. If you Get Info about them then you 
will see how big they are and when they were created and modified 
because the Mac times and dates each file. The file can be locked by 
clicking in the Locked box. 


Information about van.letter 


van.letter 


a 


Kind: MacWrite 4.5 document 
Size: 3458 bytes, accounts for 4K on disk 
IUhere: Pagemaker, HyperDrive Drawer 


Created: Friday, March 13, 198? at 11:43 AM 
Modified: Monday, April 6, 198? at 12:30 AM 


[ ] Locked 
Letter to schools which have used the Apple Van] 


The Get Info option will show you the Kind of file. its size, where 
it can be found, when it was created and when it was last modified. 
Any comments about the file appear in the box at the bottom. These 
comments can be typed in by the user. 


LOOKING AT FILES 


Most of the time you will be able to pick files you want easily from 
the icons. Sometimes you will have a large number of small files on 
a disk and you may wish to view them by some other means than by 
icons. You may take your pick from the View menu and view them 
by icon, name, date, size or kind. The Mac will organise them in any 
way you desire. 


Display files as icons. 
Display files in text: 

Display files by date of file. 
Display files in order of size. 
Display files sorted in kinds. 
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Viewing files by icon Viewing files by small icon 


flame 


 FullPaint application 
<3 MAC WRITE application 


Microsoft Word application 
(J Spellers folder 


Viewing files by name 


These are three examples of how the Mac will display 
your files. Each different methods has its advantages 
but you will soon work out which one you prefer. 
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COPYING A FILE 


There are no complicated instructions to remember with the Mac 
when you wish to copy a file from one disk to another. All you have 
to do is to drag the file icon over the top of the disk you wish it 
copied to. In the example the file publications 87 is on the 
MACWRITE disk and I want a copy on the disk called file disk. 


There are three easy steps: Firstly, point to the file you wish to 
copy, press down the mouse button and hold it down. 


PMACUWRE EESaSaaaSaSaSaSaSaSSS=—== 
603K in disk 183K available 
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45 publications 37 


Secondly, drag towards the place you wish to copy to. You will 
notice that an outline of the disk publications 87 is being dragged 
towards file disk. 


i MACWRITE . 
603K in disk 183K availabl ) 
SK IW dis avalliadie MACWRITE 
145 publications 37 fan 


Finally, drag the image until it is where you want it to be, in this case 
on the disk called file disk. The Mac will now make a copy of the 
file onto the other disk. 
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This is much the same as dragging something into the trash can. In 
throwing things away you drag the image to the rubbish bin or trash 
can. When you wish to copy a file you drag the image to where you 
wish it copied. 


If you wish to copy several files from one disk to another you can 
move them one by one or you can select them all and take their image 
across. To select several files use the technique shown below or Just 
hold down the Shift key as you select the files and you will be able to 
select more than one at a time. Then drag the images across to where 
you wish them to be copied making sure that the pointer is inside the 
place they are to be copied to. The files will then be copied as a 


group. 


If you wish to copy a whole disk then place the disk in the drive and 
place an empty disk in the other drive. Drag the image of the disk 
with the files over the empty disk and the Mac will ask you if you 
wish to make a copy of the original disk. If you Say yes then all of the 
files will be copied. Note that application disks may be copy protected 
and will not copy correctly in this manner. See the manual for 
instructions. 


RENAMING A FILE 


Sometimes you may wish to change the name of a file you have 
created. With the Mac you may rename any file on your desktop very 
easily. Point to the file you wish to rename and click the button, the 
icon will become inverse. Now simply type in the new name and 
press the <RETURN> key and the file has a new name. It's that easy! 


SELECTING MULTIPLE ICONS 


Sometime you may wish to copy several files from one disk to another 
or you may wish to drag a number of files to the trash can. Rather 
than drag each one individually, you can drag the lot together by 
selecting all of the objects at the same time but you may have noticed 
that you can only select one item at once and if you attempt to select a 
second item the first item becomes unselected. There are two ways 
around this problem: drag a flashing square across the ones you want 
or hold down the shift key while you select the items and previously 
selected items will remain selected. 


drawstore 


SOTK in disk SSK available 


a 


aE fa Ww fr ON far ON 


ST 


1 
’ 
‘ 
' 
' 
' 
' 
’ 
' 
‘ 
‘ 
' 
' 
' 
’ 
" 
i 
’ 
’ 
' 
' 
‘ 
‘ 
‘ 
’ 
’ 
' 
' 
' 
' 
' 
‘ 
' 
' 
‘ 
’ 
' 
' 
’ 
‘ 
3 
ee 
- TESTE elec einer eatin es 


To use this technique the pointer was originally positioned in the top 
lefthand corner (above the file OBJ.SHT.9) and the button was held 
down while the pointer was dragged down to its current position. 
When the button is released, all of the objects within the flashing 
square become selected. 
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Holding down the Shift key as you select 
by pointing and clicking will allow multiple 
items to be selected. 


This technique is preferable to dragging the flashing square when the 
files you wish to select are not bunched together. 


The technique of selecting multiple files 1s great if you wish a 
number of the same type of files printed out. For example, you were 
up until 2 a.m. working on six MacPaint files and you want them 
printed out. Don't wait for each one and then select the next one for 
printing, select a/l of the files you want printed out and then select 
Print from the File menu. Your MacPaint files will be printed out 
one after the other while you ring Aunt Nellie or read the paper. 


USING FOLDERS 


Using folders makes life easy with the Mac. A folder can be used to 
hold files that relate to the same thing. For example, all your 
Christmas letters could be held in one folder called Christmas. This 
way your desktop does not become cluttered with a multitude of 
files. Opening a new folder is easy, just hold down the Command 
key (with the snowflake pattern) and press N and a new folder will 
appear. 


[z 7m| [& 7m| | zg ma 
OPEN SELECT CLOSEBO: ee 
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Gan Empty Folder 
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Type ¢$ andN to 
get anew empty folder 


You can then drag all the files you want into that folder. Change the 
name of the folder from Empty Folder to a name that indicates the 
contents of the folder. 


You may create any number of folders to hold different files. Just be 
sure you name them with appropriate titles. They can easily be 
opened to see what is inside by double-clicking them. You may also 
have folders within folders, for example, inside your Christmas 
folder of letters you could have an Overseas folder and a Local 
folder. 


is Ea COPY 


Erapty Folder 


i Many items can be dragged into a folder for 
; storage or transfer. 
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To see what is in a folder just double click its icon and it will open for 
you. 


Folders are not only handy for storing files but can also be used for 
transferring files to another disk. To do this, just drag all the files you 
wish to transfer into the folder and then pick up the image of the folder 
and drag it across the image of the disk you wish the files transferred 
to. It saves transferring the files one-by-one. 


CHANGING FONTS AND DESK ACCESSORIES 


Imagine you are in charge of an ambulance service and you have to 
decide what equipment 1s to be carried around in the ambulance when 
itis working. You can choose anything you like from the hospital to 
carry around. If you take too much equipment with you then the 
ambulance will be too heavy and will be slow, there might not even be 
enough room for patients if you carry too much! You would certainly 
have an impressive ambulance but it would not be able to do the job of 
CalTying patients properly. If you don't take enough equipment then it 
will be fast and able to carry patients but the work will not be as good 
as it could be. Obviously there is a need for balance between having 
everything but the kitchen sink and being heavily laden and having so 
little that the job doesn't get done properly. 


Fonts and desk accessories are much like the ambulance. You may 
have noticed a folder on some disks called the System Folder. This 
folder contains a file called the System file and it is this file which 
contains the fonts and desk accessories which will be available to use. 
Note that the fonts and desk accessories available are those contained 
on the first disk that started the Mac off. 


Other fonts and desk accessories can be loaded into the system file by 
using an application called Font/DA Mover which is on your system 
disk. You can use the Font/DA Mover to load dozens of fonts and up 
to 15 desk accessories onto your system file if you wish but please 
remember that each font and each desk accessory takes up valuable 
space on the disk. If you are too keen you may be like the ambulance 
that was so full of equipment it couldn't carry any patients. It is 
possible to fill the System file so full of fonts that there is no room for 
any other applications. 


After experimenting with the hundreds of different fonts and desk 
accessories available, decide which ones you like best and stick with 
them. You can always load up another font or desk accessory to doa 
special sob. 
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The Font/DA Mover will operate if you double click its icon. It will 
open up to show you the fonts on the system file. Fonts can be 
copied from one disk to another or removed from a file if required. 
Usually the system file you are using will open on the lefthand side 
and there will be nothing open on the righthand side. You may open 
up a file on the other side by inserting the disk that has your spare 
fonts on it and clicking the Open button. You can then select the file 
that contains the fonts on your disk. This will usually be called 
System File but it may be a special file created just to hold spare 
fonts. It will usually be called something that tells you that it 
contains fonts. 


@ Font 
O Desk Accessory “over 
Chicago 12 
Courier 10 
DoubleHeight 24 a 
Geneva 9 . ie Monaco 9 
Geneva 10 |] 3820 bytes [Palatino 10 
Geneva 12 i] selected ! 
Helvetica 9 
System | : System 
on ~System~ (Hep) on MACWRITE 
338K free 183K free 


Londonis: Whe quick brotun fox jumpsyoder the la3y dog. 


In the case above, the file on the left is the system file that is 
currently operating and on the mghthand side is another disk's 
system file. The fonts available are listed. If you wish to see what a 
font looks like you may select it and a sample sentence will appeareat 
the bottom. If you wish to copy this font across to your disk then 
click the Copy button and it will be copied across. 


Desk accessories work in the same way. 


© Font 
@ Desk Accessory 


Mover 


Camera Drawers 
Chooser Extras 
Control Pane! Function Keys 
Developers’ Toals 2.2 6631 bytes [Glossary 
DiskInfo selected HyperNet™ 
RedWriter Key Caps 
System : spare D/As 
on ~System~ (few) on file disk 
338K free 32K free 
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Take note of the space you have left on your disk since each font and 
desk accessory will occupy space. Overloading your disk with fonts 
and accessories will not leave much space for anything else. It only 
takes a minute to change fonts for a special purpose if you want 
them. 


WINDOWS 


The Mac uses the concept of windows much of the time. A window 
is a self contained area of the screen and only one window can be 
active at a time although several windows can be displayed at the one 
time. Most applications are displayed in windows. The difference 
between a Mac window and the displays on normal computers is that 
the Mac windows can be resized and several can be on display at the 
one time. 


You may have noticed a little box at the bottom of the 
vertical scroll bar. This box is used for resizing windows. 


You may resize windows to suit by pointing to the little 
box and then dragging the image until the window is the 
required size. It may be reduced or enlarged. 


Move windows around 
by clicking on the title 
bar and dragging the 
window to the desired 
position. 
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Many windows may be on display at any one time but 
only one is active. The active window is the one you can 
actually work with. The active window has the vertical 
lines in the title bar showing. To make another window 
the active window just click in the window you want to 
become active. 


Windows may cover other windows and sometimes only 
a small portion of a hidden window may be showing. 
Clicking on a section showing will bring that window to 
the front. 
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SWITCHER 


Switcher is an application that allows several programs to be run in 
the Mac at once. Although the programs don't exactly work together 
at the same time, they are loaded into the Mac's memory so that 
Swapping from one program to another takes only a couple of 
seconds. For example, Switcher is handy if you need to get 
information from one program and feed it into another. Let's say 
MacWrnite and MacPaint are both loaded using Switcher and you are 
writing a report with tables and diagrams in it. When it comes time 
to insert a diagram you can switch into MacPaint, create the diagram 
and copy it to the clipboard, return to MacWnte and paste the 
diagram in to your report. Switcher allows you to copy things onto 
the clipboard in one application and paste them in to another 
application. 


RAMDISK 


With the larger Macs such as the Mac 512K and the Mac Plus, it is 
possible to divide the memory and make the Mac think that it has 
another disk drive. This can be really handy if you have only one 
disk drive because the Mac then thinks it has two and this makes 
copying files much quicker. 


The Ramdisk will partition part of the memory and load into this area 
whatever you wish. For example, if you are using a single disk 
drive Mac you may wish to load MacWnte and the System folder 
into the Ramdisk so that MacWntte can operate without needing the 
startup disk again. The disk in the disk drive can be your file disk. 


The Ramdisk shows up on the screen as a normal disk icon which 
can be opened and copied to and from. One important thing to note 
is that the Ramdisk 1s volatile and will be lost when the Mac is turned 
off or the power fails. Make sure that any files that are saved to the 
Ramdisk are transferred onto normal floppies before you finish the 
session. 


The Mac's memory 
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CARING FOR THE MOUSE 


The mouse is a hardy little beast but a little care will pay big dividends 
for ease of use. Mouse mats are available for the desk. These are 
generally made from neoprene rubber with a cloth coating. Whilst not 
essential, they make moving the mouse much more precise. 
Underneath the mouse is a ball which rotates and tells the Mac when 
you are moving the mouse across the desk. The ball is removable by 
rotating the cover 45° and allowing the ball to come out. Three rollers 
will become visible. These can get a surface coating of dirt which 
leads to a painful condition known as Mouser’s twitch which makes 
the pointer move in little jumps every time the balls strikes a lump of 
dirt on the roller. These rollers should be cleaned with a cotton bud 
dipped in meths or water. Make sure you rotate the roller and get all 
of the dirt off. Do not use sharp objects such as needles and paper 
clips. Clean the ball and replace it. 


CARING FOR DISKS 


Disks for the Mac are quite tough but some care needs to be taken to 
make sure you don't lose valuable’ data. Since they are magnetic, 
don't expose them to magnetic fields or strong electrical fields. Never 
open the little metal door and stick your fingers on the disk surface. 
Don't leave them on the dashboard of the car while you go shopping 
or put them near a heat source - they can cook fairly easily. Naturally 
jumping on them or having them in your pocket while you take part in 
a skydiving course 1s not recommended since they may become 
physically damaged. High humidity is also not recommended. 


DISASTER - A COMPUTER BOMB! e 


Sometimes disaster strikes. This occurs when the Mac can no longer 
continue operating because of a problem it has encountered. In this 
case you may see a little bomb icon on the screen and a message 
telling you that a system error has stopped operations. This can be 
frustrating but points out the need to save your work regularly. 
Computer people often say, "The computer has bombed.” or "The 
System has crashed.” or some other expression which mean the 
computer Cannot continue. 


The causes of crashes are numerous but a user who is not 
experimenting with different applications and desk accessories will be 
unlikely to come across this situation very often. A crash can be 
caused by momentary power loss to the computer (such as when 
Uncle Bert's gravel truck sideswipes a power pole) or when 
incompatible applications and desk accessories are used together. 


Remember, not all desk accessories and applications are made by 
Apple and sometimes the creators use parts of the Mac's memory 
which they shouldn't or try to do things in an unorthodox way. These 
methods sometimes cause confusion for the Mac resulting in a system 
crash. Should you find that certain desk accessories and applications 
don't seem to go together then avoid using them and seek advice from 
your Apple reseller. 


Macintosh©, MacPaint©, MacDraw©, LaserWniter©, MacDraw©, MacWnieO, 
AppleTalk©€, Fon/DA Mover®, Switcher©, the Apple and Macintosh Logos are all 
copynghted trademarks or wadenames of, or used under licence by, Apple Computer. 
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